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National Highway Institute

4600 N. Fairfax Dr., Suite 800
Arlington, VA 22203

January 2004
Dear Customers and Colleagues:

The United States transportation system is critical to the continued growth of the U.S. economy and the
American way of life. With transportation demand growing faster than available resources, the
transportation community is faced with a major challenge of meeting the needs of the traveling public in a
changing environment. Since 1990, the U.S. population has increased by 32 million to 276 million and is
expected to be 300 million by 2020. Vehicle miles traveled are growing twice as fast as the population,
raising new challenges and issues relating to highway capacity, congestion, land use, and resource
utilization. An aging population with a rapidly growing number of drivers over the age of 65 will also
require innovations in roadway design and safety. At the same time, as much as 50 percent of the
transportation workforce is expected to retire in the next decade, taking with them years of experience
that will be difficult to replace.

The increasing transportation demand, an aging workforce and the continuing need for transportation
policy and programs that ensure the quality of the environment will require innovative approaches in the
planning and management of the Nation’s transportation enterprise. Without a skilled, technically
competent workforce to effect policy changes and deliver technological innovation, our transportation
system will be severely compromised. The National Highway Institute is working hard to help respond to
the challenge of preparing the transportation workforce of the future. In order to provide training in a
timely fashion, we are streamlining our course development and delivery process to reduce the time it
takes from identification of the need for a new course to the actual delivery of the course to our
customers.

We also have developed two new initiatives - FasTrack and Web conferencing. FasTrack is a program
for short courses that can be developed in compressed time frames. It will not be a substitute for the
more comprehensive regular NHI courses, but will allow us to be more responsive to customer needs by
delivering just-in-time information on policy, program and technology changes. We expect to work closely
with the new FHWA Technical Service Teams in developing and managing the FasTrack program. Our
web conferencing program will allow us to communicate to 70 sites for information programs of generally
two hours or less. The short lead time to develop the information program and the ability to provide
material in short time frames make web conferencing a valuable tool as a stand alone service or as part
of a FasTrack or NHI course program.

Retooling our NHI course development program and initiating our new FasTrack and web conferencing
services demonstrate our commitment to meeting our customer needs and making our contributions to
closing the transportation demand-supply gap. We are optimistic that these efforts will build on an
already successful NHI program that provided 560 training sessions to more than 13,600 participants this
past year.

We look forward to another successful year and to working closely with our customers and partners to
bring innovation to transportation through effective workforce development.

Sincerdly,

Cad al

Moges Ayele, Ph.D.
Director
National Highway Institute
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Other FHWA Offices Training Course Description
The FHWA Core Business Units, Support Offices and Resource Centers routinely provide a wide array of seminars,
workshops and technical assistance to stakeholders upon request and as travel funds permit. Many of these are at no
cost; others have a nominal fee, collected through NHI. The following is a listing of offerings currently available.
Please contact the designated staff member for further information.
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Design and Traffic Operations

Course Number: 133005A

Course Title: Highway Capacity and Quality of Flow
Fee Length
$400 Per Participant 3 Days (CEU: 1.8 Units)

Class Size: Minimum 20; Maximum 30

The hosting organization is responsible for providing computers with the following minimum requirements:
133 MHz Intel Pentium® Il Processor or equivalent with 32 MB RAM, Windows 95 (SR-1) or NT 4.0 with
Service Pack 6a, color monitors, 20 MB of available disk space. NOTE: Maximum of two participants per
terminal.

Description:

This course provides basic instruction in the use of the 2000 Highway Capacity Manual (HCM). Software is
employed in most of the capacity analyses performed in the course. Approximately one-half of the course is
dedicated to sessions on interrupted flow facilities (i.e., signalized intersections, unsignalized intersections
and arterials). The remainder of the course covers freeways, weaving sections, ramps, multilane, and two-
lane rural facilities. The course includes lectures describing the procedures for performing capacity analyses
on each type of highway facility. Demonstrations and hands-on application of the highway capacity software
are used to solve example and workshop problems.

Outcomes: Upon completion of the course, participants will be able to:
Explain facility characteristics and their limits as used in the HCM 2000 English.
Explain analytical procedures and how to apply them.
Use formulas by inputting data, reviewing and adjusting default values or adjusting factors, as
necessary, for project and local conditions.
Determine LOS from results.

Target Audience:

State, local, FHWA, contractors, and MPOs who design and analyze intersections, interface with freeways,
deal with signal time issues, design and manage operations of urban streets, plan for type of intersections for
future needs, work with system(s) monitoring and management of arterial systems; or who conduct
operational analysis to determine needs of highway facility, estimate the level of service for new/proposed and
existing operations, and manage freeway systems.

Name Phone Email
Course Scheduling Danielle Mathis-Lee  (703) 235-0528 danielle.mathis-lee@fhwa.dot.gov
NHI Training Program Manager ~ Bud Cribbs (703) 235-0526 bud.cribbs@fhwa.dot.gov
Technical Information John Halkias (202) 366-2183 john.halkias@fhwa.dot.gov
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Design and Traffic Operations

Course Number: 133010A

Course Title: Computerized Traffic Signal Systems
Fee Length
$400 Per Participant 3 Days (CEU: 1.8 Units)

Class Size: Minimum 20; Maximum 30

Description:

This course presents current technology and control options available for computerized traffic control,
including microcomputer applications. The course covers the technical issues of a computerized traffic
control system and steps necessary to develop and manage a system using the Systems Engineering
process. These steps begin with establishing system requirements, followed by understanding and
combining system elements, evaluating and selecting the system, installation, as well as operation,
maintenance and continuing system evaluation.

Outcomes: Upon completion of the course, participants will be able to:
Discuss and apply the Systems Engineering Process.
Identify procedures for system feasibility and conceptual design.
Identify signal system functional requirements and capabilities.
Identify system components and configurations.
Discuss signal timing and operational strategies.
Identify system design documents and system implementation process.
Identify operations, maintenance and performance evaluation elements.
Target Audience:
Traffic engineering personnel from State, Federal, and local agencies involved in the technical aspects of

traffic engineering. The course will not assume any prior knowledge of computers and thus will describe the
theory of operation and the manner in which it can be applied to traffic signal controls.

Name Phone Email
Course Scheduling Danielle Mathis-Lee  (703) 235-0528 danielle.mathis-lee@fhwa.dot.gov
NHI Training Program Manager ~ Bud Cribbs (703) 235-0526 bud.cribbs@fhwa.dot.gov
Technical Information Pamela Crenshaw (202) 366-1482 pamela.crenshaw@fhwa.dot.gov
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Design and Traffic Operations

Course Number: 133028A

Course Title: Traffic Control Signalization and Software
Fee Length
$270 Per Participant 2 Days (CEU: 1.2 Units)

Class Size: Minimum 20; Maximum 30

[This course will be available in Spring 2004. |

Description:

There is a need to understand that the congestion and delays that exist on our streets and roadways can be
managed better with a thorough understanding of effective traffic signal timing and the optimization of well
developed, designed, implemented, maintained and operated traffic signal control projects are essential to
this process. Engineering tools are available to design, optimize, analyze, and simulate traffic flow. This
course addresses the application of the Manual of Uniform Traffic Control Devices (MUTCD) to intersection
displays, as well as signal timing, computerized traffic signal systems, control strategies, integrated
systems, traffic control simulation and optimization software. The course is divided into three parts: Traffic
Signal Timing and Design, Traffic Signal Systems, and Traffic Software.

Outcomes: Upon completion of the course, participants will be able to:
Make basic decisions regarding traffic signal timing and progression.
Develop and fine tune traffic signal timing plans.
Discuss the available computer software for optimizing signal timing and progression.
Identify the proper signal timing optimization, traffic control signalization, and evaluation techniques for
a signal project.
Discuss the procedures for traffic control signalization projects.
Explain the traffic signal warrants of the Federal MUTCD and be able to apply them.
Correctly locate signal heads, detectors, and other traffic signal equipment relative to the roadway.
Identify the different types and capabilities of traffic detectors as well as their correct placement for low
and high speed approaches.

Be able to accommodate pedestrian traffic in terms of physical location as well as signal phasing.
Be able to determine the need for pre-timed, actuated, or volume density type strategies.
Explain when to apply simulation software to fine tune or validate signal timings.

Target Audience:

Public sector traffic engineers and traffic engineering technicians involved in the development, design, review
and inspection of traffic control projects.

Name Phone Email
Course Scheduling Danielle Mathis-Lee  (703) 235-0528 danielle.mathis-lee@fhwa.dot.gov
NHI Training Program Manager ~ Bud Cribbs (703) 235-0526 bud.cribbs@fhwa.dot.gov
Technical Information Pamela Crenshaw (202) 366-1482 pamela.crenshaw@fhwa.dot.gov
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Design and Traffic Operations

Course Number: 133048A

Course Title: Managing Traffic Incident and Roadway Emergencies
Fee Length
$4500 Per Session 1 Day (CEU: 0.6 Units)
$6900 Per Session 2 Days (CEU: 1.2 Units)

Class Size: Minimum 20; Maximum 35

Maximum number of participants for 1 and 2 day course can be increased with prior approval by NHI
Training Program Manager. Per session course fees will adjust accordingly, dependent upon number of

participants.

Description:

This course is part of the core ITS curriculum established by the ITS Professional Capacity Building (PCB)
program. For more information on the core curriculum, go to URL:
www.pcb.its.dot.gov/Catalogs/ITSCurriculum.htm#section2.

This course addresses institutional and technical aspects of safe and efficient resolution of traffic incidents
and other roadway emergencies. The course focuses on practices to obtain good inter-agency and inter-
disciplinary understanding and cooperation.

Outcomes: Upon completion of the course, participants will be able to:

Recognize the program elements needed for a formalized multi-agency program to manage traffic
incidents and roadway emergencies.

Formulate techniques for effective on-site management of incidents.
Identify technological solutions to facilitate the management of incidents.

Develop a short-term list of 'next step' actions to improve multi-agency response to both major and
minor traffic incidents.

Target Audience:

Persons at mid or upper-management levels in various agencies who direct the resources of their agencies at
the scene of a traffic incident or in response to an incident. Agencies which should be represented at
workshops include: law enforcement, fire and rescue (including emergency medical), emergency
communications, transportation (including traffic management and highway maintenance), planning, towing
and recovery, traffic reporting media, hazardous materials contractors and other emergency management
personnel responding to traffic emergencies on freeways and arterial streets.

Name Phone Email
Course Scheduling Danielle Mathis-Lee  (703) 235-0528 danielle.mathis-lee@fhwa.dot.gov
NHI Training Program Manager ~ Bud Cribbs (703) 235-0526 bud.cribbs@fhwa.dot.gov
Technical Information David Helman (202) 366-8042 david.helman@fhwa.dot.gov
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Design and Traffic Operations

Course Number: 133072A

Course Title: High Occupancy Vehicle (HOV) Facilities
Fee Length
$400 Per Participant 3 Days (CEU: 1.8 Units)

Class Size: Minimum 20; Maximum 30

Please call Danielle Mathis-Lee for more detailed information regarding different course options. (New, Fall
2004.)

Description:

The HOV Facilities training course will provide participants with a general appreciation and understanding of
the key policies, technical, and other issues to consider in the planning, design, implementation,
management, operation, and marketing of HOV facilities. HOV facilities are a proven and viable operational
strategy to help move more people along congested urban and suburban routes. HOV facilities are a
strategy to assist public agencies and transportation services providers to address the identified mobility,
safety, productivity, environmental, and quality of life needs in metropolitan areas. The technical reference for
this course is the NCHRP Report 414: HOV Systems Manual.

Outcomes: Upon completion of the course, participants will be able to:
Identify and discuss the concepts, goals and benefits of HOV facilities.
Describe the public involvement and marketing techniques that may be appropriate in the planning,
design, or operation of an HOV facility or system.
Identify the different types of freeway and arterial HOV facilities, their operational characteristics, and
the conditions where they may be successful.
Identify the primary stakeholders involved with HOV systems along with the key policies, institutional
issues, and interest to integrate into the planning, development, implementation, and operation of HOV
facilities.
Identify the major types of vehicles expected to use an HOV facility or regional system and the key
operational characteristics to consider.
Discuss the range of studies, methodologies, tools, and analysis appropriate to use in planning
individual HOV facilities or a regional HOV system.
Discuss the key roadway, operational, and enforcement issues to consider in the planning, design,
and implementation phases of HOV facilities.

Target Audience:

Traffic engineers, transportation planners, roadway design engineers, transportation managers/supervisors,
transit planners, transit managers/supervisors, and public information specialists who are involved in the
planning, design, management, operations, and marketing of an HOV system. Pre-training Competencies:
Individuals attending this course should have a basic understanding of traffic engineering or transportation
planning principles, along with an appreciation of the elementary concepts of traffic management strategies,
traffic flow theory, roadway improvement planning, project design processes, public outreach and marketing.

Name Phone Email
Course Scheduling Danielle Mathis-Lee  (703) 235-0528 danielle.mathis-lee@fhwa.dot.gov
NHI Training Program Manager ~ Bud Cribbs (703) 235-0526 bud.cribbs@fhwa.dot.gov
Technical Information Jon Obenberger (202) 366-2221 jon.obenberger@fhwa.dot.gov
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Design and Traffic Operations

Course Number: 133075A

Course Title: Freeway Traffic Operations
Fee Length
$400 Per Participant 3 Days (CEU: 1.8 Units)
$650 Per Participant 5 Days (CEU: 3 Units)
Class Size: Minimum 20; Maximum 30
[Course update to be completed in Fall 2004. |
Description:

The course modules include system engineering, traffic flow theory and concepts, impacts of design on
operations, data collection and management, data analysis and assessment, traffic operation and control
strategies, traffic incident management, management, information systems, data communications, and
traffic control centers.

Outcomes: Upon completion of the course, participants will be able to:
Identify the interrelationships between various strategies used to manage travel and control traffic on
freeways.

Discuss how the application of traffic operations principles and concepts to the roadways geometric
design process can influence the interaction between drivers, their vehicles, and the highway
environment.

Describe how traffic operations should be considered with freeway planning, design, construction,
management, operations, safety, and maintenance issues.

Describe the basic traffic flow theories, procedures, and techniques for analyzing freeway operations.
Recognize the role and most effective methods for collecting and using data to manage a freeway
system and controlling traffic.

Analyze the operational quality of various components of a freeway system using the procedures and
techniques described in the course.

Describe alternatives for managing and controlling freeway travel and its impact on traffic operations.
Assess the potential impacts of various types of incidents and the potential for various strategies or
plans to mitigate the impacts on traffic operations.

Identify the potential of various plans and procedures to mitigate the impacts of scheduled activities or
events on freeway operations.

Target Audience:

Federal, State, and local transportation professionals involved in planning, design, and implementation of
freeway improvement projects and the day-to-day management of travel and control of traffic on freeway
facilities.

Name Phone Email
Course Scheduling Danielle Mathis-Lee  (703) 235-0528 danielle.mathis-lee@fhwa.dot.gov
NHI Training Program Manager ~ Bud Cribbs (703) 235-0526 bud.cribbs@fhwa.dot.gov
Technical Information Jon Obenberger (202) 366-2221 jon.obenberger@fhwa.dot.gov
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Design and Traffic Operations

Course Number: 133077A
Course Title: Transient Protection, Grounding, and Shielding of Electronic Traffic
Control Equipment

Fee Length
$200 Per Participant 1 Day (CEU: 0.6 Units)

Class Size: Minimum 20; Maximum 30

Description:

This course provides participants with information on how to protect equipment from lightning strikes and
other transients. The course fee includes the cost of the course reference manual for each participant
($15.00).

Outcomes: Upon completion of the course, participants will be able to:
Design or evaluate equipment protection proposals.
Determine the adequacy of plans and specifications for protecting equipment.
Communicate with traffic control signalization specialists regarding equipment protection.
Promote adequate protection of electronic traffic control equipment.

Target Audience:

Federal, State and local traffic engineers involved in the design, review and inspection of traffic control
projects. Consultants working in the highway industry may also purchase the course.

Name Phone Email
Course Scheduling Danielle Mathis-Lee  (703) 235-0528 danielle.mathis-lee@fhwa.dot.gov
NHI Training Program Manager ~ Bud Cribbs (703) 235-0526 bud.cribbs@fhwa.dot.gov
Technical Information Raj Ghaman (202) 493-3270 raj.ghaman@fhwa.dot.gov
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Design and Traffic Operations

Course Number: 133078A

Course Title: Access Management, Location and Design
Fee Length
$400 Per Participant 3 Days (CEU: 1.8 Units)

Class Size: Minimum 20; Maximum 30

Description:

This course covers access management along streets and highways. General benefits, as well as the
social, economic, political and legal implications of access control are examined. Existing access
management practices and policies from States and jurisdictions are used as examples of what types of
programs have been implemented and how effective they have been. Through in-depth discussion, access
management techniques and the warrants for their use are reviewed. Guidelines for design and application of
these access management techniques are described in detail. Strategies for developing and implementing
retrofit programs to improve existing access control are presented. The course presents several "before" and
"after" case studies, which show the impacts of retrofit programs on local businesses. Techniques and
procedures for evaluating the impacts of access control on the safety and operations of the highway system
are also covered.

Outcomes: Upon completion of the course, participants will be able to:
Recognize the various elements involved in planning, developing, implementing, and administering an
effective access management program.
Assess the safety and operational impacts of alternative access management techniques.

Demonstrate convincingly the merits of obtaining and maintaining good access management along
streets and highways.

Target Audience:
This course is designed for Federal, State, and local planners and engineers who are currently involved or
expect to be involved in decisions on, and/or design of, access to existing or new sites.

Name Phone Email
Course Scheduling Danielle Mathis-Lee  (703) 235-0528 danielle.mathis-lee@fhwa.dot.gov
NHI Training Program Manager  Bud Cribbs (703) 235-0526 bud.cribbs@fhwa.dot.gov
Technical Information John Harding (202) 366-0640 john.harding@fhwa.dot.gov
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Programs Under FHWA
Office of Professional Development

The Federal Highway Administration (FHWA) Office of Professional Development (OPD) serves as an “in-
house coordinator” for training and learning, providing access to assistance and expertise for all FHWA
employees, as well as our external partners and customers.

OPD’s vision is to educate, train, and develop the transportation workforce to improve the safety,
efficiency, effectiveness, and quality of America’s surface transportation system.

OPD’s mission is to:

- Serve as an advocate for promoting professional development throughout the transportation
community;
Serve as a catalyst to strengthen the tie between training/learning and performance;
Provide strategic direction for professional development by developing and delivering a coordinated
program that reflects FHWA's vital few: safety, environmental stewardship and streamlining,
congestion mitigation and customer needs;
Identify and implement new technologies in learning; and
Form partnerships and alliances for learning.

Workforce Development

The U.S. population has increased by 32 million since 1990 to total more than 276 million today, and is
expected to be 300 million in 2020. Vehicle miles traveled is growing twice as fast as the population and
creating new challenges in addressing issues of highway capacity, safety, land use and resource
utilization. The workforce needed to effectively address these issues is changing too with the baby boom
generation approaching retirement and as much as 40 percent of the federal, state and local
transportation workforce eligible to retire in the next 5 to 15 years. They will take with them years of
experience, institutional knowledge and competencies that will be difficult to replace.

Increasing demand, limited resources and greater expectations will be major concerns for transportation
managers and policy makers into the new century. Resource limitations on every front will drive the need
for improved efficiencies. Technology innovation is the essence of efficiency and it is only through the
application of technology by a skilled workforce that transportation can hope to close the gap between
growing demand and available resources.

The Office of Professional Development is addressing the growing concern with transportation workforce
development by actively pursuing strategies to raise awareness, and by working with its transportation
community partners to develop policies and programs to effectively address the issue. The
“Transportation Workforce Development” website has more information about OPD and transportation
community efforts and can be found at www.nhi.fhwa.dot.gov/transworkforce

NHI — National Highway Institute

NHI is composed of three programs: Training, Affiliate, and Universities and Grants that constitute the
external education and training arm of the FHWA.

NHI's mission is to provide proactive leadership, expertise, resources, and information to the
transportation community through development and administration of transportation-related training that
covers a broad spectrum including safety, environmental stewardship and streamlining, and congestion
mitigation. Through the three programs, NHI assists the transportation industry in the application of new
technologies.

We partner with many organizations to coordinate and leverage training resources, identify new training
needs in the transportation community and develop and deliver courses to meet those needs. We also
promote transportation education through the award of grants and fellowships. These programs improve
the quality of the U.S. transportation system in order to enhance economic growth, quality of life, and the
environment.
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NHI
2003 Accomplishments

Authorized provider of International Association of Continuing Education and Training (IACET)
continuing education units (CEUs) for courses completed after January 1, 2004.

Delivered over 556 training sessions to more than 13,428 participants from Federal, State,
local agencies, as well as the private sector, academia and international affiliate organizations.

In collaboration with the Federal Transit Administration, Environmental Protection Agency and US
Department of Energy, developed Air Quality and Transportation Planning and The Congestion
Mitigation and Air Quality Program: Purpose and Practice and Erosion and Sediment Control.

Partnered with National Transit Institute, the Federal Transit Administration and FHWA Office of
Planning for courses supporting the Federal Transportation Planning Capacity Building Program.

Developed, revised or updated 15 courses and have 22 courses in development.

There have been approximately 2,000 Dwight David Eisenhower Transportation Fellowship (DDETF)
recipients since inception of the program and 126 DDETFs were awarded in 2003.

Former Eisenhower recipients (85-90%) are in the transportation education pipeline due to
Universities and Grants Programs’ efforts toward workforce development.

Created FasTrack program to develop need-specific information and training sessions.

Using LTAP funding, LTAP Centers provided over 4000 training events and over 48,000 technical
assistance actions for more than 117,000 people.

Conducted Maintenance and Safety Technical Peer Exchanges in Pennsylvania.
Developed safety work plan with FHWA Office of Highway Safety.
Completed a course based on AASHTO's Load and Resistance Factor Design (LRFD) code.

Offered Web-based courses, Real Estate Acquisition Under the Uniform Act and AASHTO Roadside
Design Guide.

Conducted train-the-trainer instructor development for international partners in Mexico, Russia and
Korea.

Initiated Web conferencing services in conjunction with Office of Administration. Used by FHWA
Headquarters, Divisions and Technical Service Teams to deliver short courses.

Trained 25 safety engineers for national teaching team to deliver AASHTO Roadside Guide 2000.
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Affiliate Programs

The Affiliate Programs’ mission is to promote education, training, and technology sharing among local,
state, national, and international transportation partners. These programs will enhance existing
partnerships and develop new partnerships to create a continuous learning environment for the
transportation community. The Affiliate Programs is an umbrella program encompassing the Local
Technical Assistance Program (LTAP), Partnership Program, and International Program.

Local Technical Assistance Program/Tribal Technical Assistance Program (TTAP)

The Local Technical Assistance Program (LTAP) advances partnerships with professional associations,
furthers international professional development, and provides outreach to transportation agencies,
industry and academia.

There are 58 LTAP/TTAP centers, one in each state, Puerto Rico, and seven regional TTAP centers
serving American Indian tribal governments. LTAP/TTAP mission is to foster a safe, efficient,
environmentally sound transportation system by improving skills and knowledge of local transportation
providers through training, technical assistance, and technology transfer, including institutional and
program building activities. LTAP/TTAP customers are primarily the 38,000 local agencies and tribal
governments. LTAP/TTAP technology transfer centers provide more than 5,000 training sessions to over
120,000 participants per year.

Under the umbrella of LTAP, the Affiliate Programs Team established a network of local road
coordinators, one per state. The network provides direct communication among local agencies, State
departments of transportation, and FHWA to share ideas and experiences.

Partnership Program

The Partnership Program is responsible for maintaining relationships with the American Public Works
Association (APWA) and the National Association of County Engineers (NACE) and carrying out the
professional development aspects of all partnerships as well as outreach to industry, affiliates and other
members of the transportation community.

International Program

The Affiliate Programs Team coordinates and arranges for international training and professional
development activities. These activities inform the U.S. transportation community of technological and
innovative programs abroad, promote U.S. transportation expertise internationally and increase
technology sharing between the U.S. and the international community.

FasTrack

The FasTrack Program provides instructional development resources to FHWA units, particularly the
Resource Center Technical Service Teams, Program Offices, and Research, Development, and
Technology. The program supports internal FHWA customers by developing training that effectively
meets their need to advance emerging transportation technologies and changing policies through training
and technical assistance. As a service of NHI, the FasTrack program ensures that FHWA training is
coordinated agency wide and delivers the FHWA corporate message.

The program emphasis is on development of courses that must be delivered within six months. FasTrack
provides a variety of services and customers may choose the services they need ranging from
development, instructional systems design, instructor and participant material development and support
for training delivery. Services include the use of Web conferencing. NHI can assist with determining the
types of services customer needs based on the training outcomes identified. Training developed through
the FasTrack Program will be made available via the NHI Website. FasTrack courses will be delivered by
various units so contact information will change. For more information call Jon Schans at (703) 235-0509
or e-mail: jon.schans@fhwa.dot.gov.



ALABAMA
Alabama Technology Transfer Center
Auburn University
Department of Civil Engineering
238 Harbert Engineering Center
Auburn, AL 36849-5337
Robert L. Vecellio
@ (334) 844-4320
@D tsgjrmc@eng.auburn.edu
i Wwww.AlabamaT2.org

ALASKA
Alaska Transportation Technology Transfer Centel
2301 Peger Road
Fairbanks, AK 99709-5399
David Waldo
@ (907) 451-5320 (907) 451-5340
@D david_waldo@dot.state.ak.us
iy www.dot.state.ak.us

ARIZONA

(334) 844-6290

Arizona LTAP

1130 N 22 Avenue
Phoenix, AZ 85009

Annie Parris

@ (602) 712-8461

@0 aparris@dot.state.az.us
i www.azltap.org

ARKANSAS

Arkansas Technology Transfer Program
PO Box 2261

Little Rock, AR 72209
Danny Moore

@ (501) 569-2380

@) ltap@ahtd.state.ar.us
i www.ahtd.state.ar.us/planning/T2/index.html

CALIFORNIA

(602) 712-3007

(501) 569-2070

California LTAP

Technology Transfer Program UC Berkeley RFS
1301 South 46th Street, Bldg. 155

Richmond, CA 94804

Linda Howe-Steiger

@ (510) 231-9590

@ Ikhs@uclink.berkeley.edu
iy www.techtransfer.berkeley.edu

COLORADO

(510) 231-9402

Colorado LTAP

University of Colorado at Boulder
UCD 561, 3100 Marine Street
Boulder, CO 80309-0561
Renee Cusson

@ (303) 735-3530

@) cltap@colorado.edu

qu ltap.colorado.edu

(303) 735-2968

CONNECTICUT

Connecticut Technology Transfer Center
University of Connecticut

Connecticut Transportation Institute
179 Middle Turnpike, Unit - 5202

Storrs, CT 06269-5202
Donna M. Shea

@ (860) 486-5400

@M shea@engr.uconn.edu

i www.cti.uconn.edu/ti/technology/technology.h
m

DELAWARE

Delaware T2 Center

Delaware Center for Transportation
University of Delaware

360 Dupont Hall

Newark, DE 19716
Lawrence Klepner

@ (302) 831-6241

@0 Iklepner@mail.ce.udel.edu

= www.engr.udel.edu/outreach/DelawareT2cour
es.html

FLORIDA

Florida Transportation Technology Transfer Cente
University of Florida

PO Box 116587

2088 NE Waldo Rd. Suite B
Gainesville, FL 32611-6587
Gib Peaslee

@ (352) 392-2371

@M t2@ce.ufl.edu

iy t2.ce.ufl.edu

Georgia Dept of Transportation LTAP Center
276 Memorial Drive SW

Atlanta, GA 30303

Dennis Rice

@ (404) 656-4664 (404) 463-3564
@M dennis.rice@dot.state.ga.us

i www.dot.state.ga.us/dot/personnel/training/t
htran/

HAWAII

Hawaii Local Technical Assistance Program

University of Hawaii

Dept. of Civil Engineering

2540 Dole Street, Holmes Hall #383

Honolulu, HI 96822

Juli Kobayashi

@ (808) 956-6538, (808)
956-9006

@0 juli@wiliki.eng.hawaii.edu

sm www.eng.hawaii.edu/~hltap

(860) 486-2399

(302) 831-0674

(352) 392-3224

(808) 956-8851



IDAHO LOUSIANA

Idaho Technology Transfer (T2) Center - LTAP Louisiana LTAP Technology Transfer Center
University of Idaho 4101 Gourrier Avenue

PO Box 440911 Baton Rouge, LA 70808-4443

Moscow, ID 83844-0911 Kirt Clement

Doug R. Moore @ (225) 767-9117 (225) 767-9156
@ (208) 885-4334 (208) 885-2877 @M kclement@ltrc.lsu.edu

M idahot2@uidaho.edu i Www.ltre.lsu.edu

i www.websl.uidaho.edu/idahot2/
Maine Local Roads Center

Illinois Technology Transfer Center Maine Department of Transportation

Illinois Department of Transportation Sta. 16, Community Services Division

2300 S. Dirksen Parkway, Room 205 Augusta, ME 04333-0016

Springfield, IL 62764 Peter Coughlan

Kevin Burke II1 @ (207) 624-3270 (207) 624-3301
@ (217) 785-5048 (217) 785-7296 @M peter.coughlan@maine.gov

@M t2lrsdot@nt.dot.state.il.us qm http://www.state.me.us/mdot/mlrc/mlirc-

5% www.dot.state.il.us/blr/t2center.html home.php

Indiana LTAP Maryland Technology Transfer Center

VisTech 1 Dept of Civil Engineering, University of Maryland
1435 Win Hentschel Blvd, Ste. B100 Myers Building 806, Suite 3102

West Lafayette, IN 47906-4150 College Park, MD 20742

Tom Martin Ed Stelfox

& (765) 494-2210 (765) 496-1176 @ (301) 403-4623 (301) 403-4591
@ tcmartin@ecn.purdue.edu @0 ttc@eng.umd.edu

i www.ecn.purdue.edu/INLTAP/ iy www.ence.umd.edu/mdt2center/index.htm
Iowa LTAP, Center for Transportation Research Baystate Roads Program - Massachusetts

and Education (CTRE) UMass Transportation Center

Iowa State University Research Park Marston Hall 214

2901 S Loop Drive, Suite 3100 Ambherst, MA 01003-5205

Ames, IA 50010-8632 Christopher J. Ahmadjian

Duane Smith @ (413) 545-2604 (413) 545-6471
@ (515) 294-8103 (515) 294-0467 @0 ahmadjia@ecs.umass.edu

@) desmith@iastate.edu {5 www.ecs.umass.edu/baystate_roads/

i o ctre fastate.edu/ltap/
Michigan Local Technical Assistance Program
Kansas University Transportation Center 309 Grover C. Dillman Hall

1530 W 15th St., 2011 Learned Hall 1400 Townsend Drive

Lawrence, KS 66045 Houghton, MI 49931-1295

Tom Mulinazzi/Pat Weaver Terry McNinch

@ (785) 864-5658 (785) 864-3199 @ (906) 487-2102 (906) 487-3409
@D kutc@ku.edu @ ltap@mtu.edu

s www.ksltap.kutc.ku.edu i Wwww.MichiganLTAP.org

Kentucky Transportation Center Minnesota LTAP

University of Kentucky Center for Transportation Studies

176 Raymond Building 200 Transportation and Safety Building
Lexington, KY 40506-0281 511 Washington Avenue SE

Patsy Anderson Minneapolis, MN 55455

@ (859) 257-4513 (859) 257-1061 Cheri Marti

@M panderso@engr.uky.edu @ (612) 626-1077 (612) 625-6381
am www.kyt2.com @M cts@tc.umn.edu

i www.cts.umn.edu/T2/



MISSISSIPPI
Mississippi Center for Technology Transfer
Jackson State University
PO Box 18125
Jackson, MS 39217-0625
Ivory L. Williams
@ (601) 979-2339 (601) 973-3703
@D tsquare@jsums.edu
i www.jsums.edu/~www/t2/

MISSOURI
Missouri Local Transportation Resource Center
University of Missouri-Rolla,Civil Engineering Dept.
1870 Miner Circle, Butler-Carlton Hall
Rolla, MO 65409-0030
Mohammad Qureshi
@ (573) 341-7200 (573) 341-4729
@0 mltrc@umr.edu
ju campus.umr.edu/miltrc

MONTANA
Montana Local Technical Assistance Program
PO Box 173910
Bozeman, MT 59717-3910
Donnetta Bohrman
@ (800) 541-6671 (406) 994-1697
A0 mtltap@coe.montana.edu
{5 Www.coe.montana.edu/Itap

NEBRASKA
Nebraska Technology Transfer Center
PO Box 880560
Lincoln, NE 68588-0560
Daniel R. Cady
@ (402) 472-5748 (402) 472-0685
@) jstasenkal@unl.edu
i www.nuengr.edu/t2/

NEVADA

Nevada Transportation Technology Transfer Centx
University of Nevada
Nevada T2 Center/257
Reno, NV 89557
Maria Ardila-Coulson
& (775) 784-1433 (775) 784-1429
@M maria@unr.edu
f=y www.t2.unr.edu

NEW HAMPSHIRE
University of New Hampshire Technology Transfer
Center
33 College Road
Durham, NH 03824-3591
Kathy L. DesRoches
@ (603) 862-2826 (603) 862-2364
@M t2.center@unh.edu
i www.t2.unh.edu

NEW JERSEY

Center for Advanced Infrastructure and

Technology - LTAP

Rutgers the State University of New Jersey

Civil and Environmental Engineering

623 Bowser Road

Piscataway, NJ 08854-8014

Joseph Orth

@ (732) 445-3632, (732) (732) 445-5636
445-5236

@M jorth@rci.rutgers.edu or jleli@rci.rutgers.edu

i Www.ltap.rutgers.edu/

New Mexico LTAP Center

PO Box 94690

Albuquerque, NM 87199-4690

Timothy J. Olivas

@ (505) 841-9152 (505) 841-9163

@) timothy.olivas@nmshtd.state.nm.us

i www.nmshtd.state.nm.us/general/gen_depts/
en_depts_tpd/gen_depts_tpd_rb/LTAP.html

NEW YORK

Cornell Local Roads Program (New York LTAP)

416 Riley-Robb Hall

Ithaca, NY 14853-5701

Lynne Irwin, P.E.

@ (607) 255-8033 (607) 255-4080

@M clrp@cornell.edu

i www.clrp.cornell.edu/

NORTH CAROLINA
North Carolina Technology Transfer Center
ITRE at NC State University
Campus Box 8601
Raleigh, NC 27695-8601
Ronnie Williams/Pam Cloer
@ (919) 515-8033 (919) 515-8898
@M ronnie_williams@ncsu.edu

pcloer@unity.ncsu.edu

i itre.ncsu.edu/LTAP

NORTH DAKOTA
North Dakota Transportation Technology Transfer
LTAP Center
NDSU, Civil/Industrial Eng Bldg, Room 201H
Fargo, ND 58105
Donald A. Andersen
@ (701) 231-7051 (701) 231-6185
@M donald_andersen@ndsu.nodak.edu
i Www.ce.ndsu.nodak.edu/ndltap

OHIO
The Ohio LTAP Center
ODOT Central Office
1980 West Broad St, 2nd Floor
Columbus, OH 43223
Leonard Brown
@ (614) 387-7359 (614) 466-2120
@ leonard.brown@dot.state.oh.us
f=m www.dot.state.oh.us/LTAP



OKLAHOMA SOUTH DAKOTA

Oklahoma Center for Local Government South Dakota LTAP
Technology Box 2220, SDSU, Harding Hall
Oklahoma State University Brookings, SD 57007
200 Cordell North Ali A. Selim
Stillwater, OK 74078-8808 @ (605) 688-4185 (605) 688-5880
Doug Wright @M sdsu_sdltap@sdstate.edu
@ (405) 744-6049 (405) 744-7268
o wright@okstate.edu
Tennessee Transportation Assistance Program
(TTAP)
Oregon Technology Transfer Center 309 Conference Center Building
200 Hawthorne SE, Suite B-240 Knoxville, TN 37996-4133
Salem, OR 97301-5192 Frank Brewer/Matt Cate
Bob Raths @ (865) 974-5255 (865) 974-3889
@ (503) 986-2855 (503) 986-2844 @0 ttap@utk.edu
@) bob.raths@odot.state.or.us i ctr.utk.edu/ttap/
i www.odot.state.or.us/tddt2/
Texas Local Technical Assistance Program
LTAP - The Pennsylvania Local Roads Program Engineering, Utilities and Public Works Training
Penn State Eastgate Center Institute
1010 North 7th Street, Suite 304 Texas Engineering Extension Service
Harrisburg, PA 17102 301 Tarrow, Suite 119
Kevin Mahoney College Station, TX 77840-7896
B (717) 772-1972 (717) 772-1998 J.W. Chism
@) ltap@psu.edu & (979) 458-6768 (979) 458-6771
i, Www.ltap.psu.edu/ @M jw.chism@teexmail.tamu.edu
& eexcit tamu edu/texasitap)
Puerto Rico Transportation Technology Transfer
Center Utah Technology Transfer Center
University of Puerto Rico at Mayaguez Campus Utah State University
Civil Engineering Dept, PO Box 9041 4111 Old Main Hill
Mayaquez, PR 00681-9041 Logan, UT 84322-4111
Gisela Gonzalez Doyt Y. Bolling or Keri Shoemaker
@ (787) 832-4040 Ext. (787) 265-5695 @ (435) 797-2931 (435) 797-1582
3393/3403 or 834-6385 @D utaht2@cc.usu.edu
@M t2center@prt2.org 5 www.utaht2.usu.edu/
i v pri2. 0
Vermont Local Roads Program
Rhode Island Technology Transfer Center Saint Michael's College
URI Transportation Center One Winooski Park, Box 260
85 Briar Lane Colchester, VT 05439
Kingston, RI 02881 Henry R. Lambert
Jeff Cathcart @ (802) 654-2652 (802) 654-2555
@ (401) 874-9405 (401) 874-2297 @M hlambert@smcvt.edu
@M cathcart@etal.uri.edu {5 personalweb.smcvt.edu/vermontlocalroads/
v urite ur odu
Virginia Transportation Technology Transfer Cente
South Carolina Transportation Technology 530 Edgemont Road
Transfer Service Charlottesville, VA 22903
Civil Engineering Dept. Russ Neyman
114 Lowry Hall B (434) 293-1964 (434) 293-1429
Clemson, SC 29634-0911 @M vtttc@virginiadot.org
Sandra Priddy {4 Www.vtrc.net/vtttc
@ (864) 656-1456 (864) 656-2670

@M t3s@ces.clemson.edu
iy Www.ce.clemson.edu/t3s



WASHINGTON

Washington State Technology Transfer Center

(WST2)

Transportation Building, PO Box 47390

310 Maple Park Avenue SE
Olympia, WA 98504-7390
Dan Sunde, PE

@ (360) 705-7386 (360) 705-6858

@D wst2center@wsdot.wa.gov

i www.wsdot.wa.gov/TA/T2Center/T2hp.htm

WEST VIRGINIA

West Virginia Transportation Technology Transfer

Center

653 AND 651-B Engineering Sciences Bldg.

PO Box 6103
Morgantown, WV 26506-6103
Mike Blankenship

& (304) 293-3031 Ext. 2612 & (304) 293-7109

@ mblanken@wvu.edu
f=y www.cemr.wvu.edu/~wwwtt

WISCONSIN

Wisconsin Transportation Information Center

University of Wisconsin-Madison
432 N. Lake Street, Room 805
Madison, WI 53706

Don Walker

& (608) 262-7988 (608) 263-3160

@M donald@engr.wisc.edu
i tic.engr.wisc.edu

WYOMING

Wyoming Technology Transfer Center (WyT2/LTAF
University of Wyoming, PO Box 3295

Laramie, WY 82071-3295
Khaled Ksaibati

& (307) 766-6230 (307) 766-6784

@M khaled@uwyo.edu
{5 wwweng.uwyo.edu/wyt2

Northwest and Alaska TTAP

Serving Tribes in Idaho, Oregon, Washington, and
Western Montana

Eastern Washington University

Urban Planning Programs

216 Isle Hall

Cheyene, WA 99004

Richard A. Rolland

@ (509) 359-6828 (509) 359-7485
@0 rrolland@ewu.edu

ju www.cbpa.ewu.edu/~LTAP/

NW Coordinator

NW & AK TTAP

711 S. Capitol Way, Suite 501

Olympia, WA 98501

David Frey

@ (360) 753-9415 (360) 753-9889
@ dfrey@mail.ewu.edu

Alaska Coordinator

NW & AK TTAP

2702 Gambell St., Suite 101

Anchorage, AK 99524

D. Jeff Harman

@ (907) 277-6451 (907) 277-6443
@M jharman@mail.ewu.edu

TTAP - California - Nevada

Serving Tribes in California, Nevada

The National Center for American Indian
Enterprise Development

11138 Valley Mall, Suite 200

El Monte, CA 91731

Evan Hong

@ (626) 350-4446 (626) 442-7115
@M ehong@ncaied.org

i
TTAP - Colorado

Tribal Technical Assistance Program at Colorado
State University

Serving Tribes in Arizona, Colorado, New Mexico,
and Utah

Colorado State University

Rockwell Hall, Rm. 321

Fort Collins, CO 80523-1276

Ronald Hall

@ (800) 262-7623 (970) 491-3502
@ ronald.hall@colostate.edu

i ttap.colostate.edu



Tribal Technical Assistance Program (TTAP)
Serving Tribes East of the Mississippi

Michigan Technological University

TTAP/301-E Dillman Hall

1400 Townsend Drive

Houghton, MI 49931-1295

Bernard D. Alkire

@ (888) 230-0688 (906) 487-1834
@M balkire@mtu.edu

i www.ttap.mtu.edu

TTAP - North Dakota

Northern Plains Tribal Technical Assistance
Program

Serving Tribes in Montana, Wyoming, and the

Dakotas

United Tribes Technical College

3315 University Drive

Bismarck, ND 58504

Dennis Trusty

@ (701) 255-3285 ext. 262 (701) 530-0635

@M nddennis@hotmail.com

= www.unitedtribestech.com/orgs/nttap/npttap.
sp

Oklahoma Tribal Technical Assistance Program

Serving Tribes in Kansas, Nebraska, Oklahoma,
and Texas

Oklahoma State University

200 Cordell North

Stillwater, OK 74078-8808

James Self

@ (405) 744-6049 (405) 744-7268
@b selfit@okstate.edu

i clgt.okstate.edu/tribal.htm
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Universities and Grants Programs

The mission of the Universities and Grants Programs (U&GP) is to promote the benefits of transportation
education and encourage the pursuit of transportation research among university students and faculty.
U&GP is responsible for the administration of the Dwight David Eisenhower Transportation Fellowship
Program (DDETFP). The DDETFP is congressionally mandated by legislation (ISTEA and TEA-21) and
funded at $2 million annually, dating back to 1992. U&GP works cooperatively with more than 800
colleges and universities (including HBCUs, HSIs and TCs) and more than 100 transportation related
disciplines.

U&GP’s primary objectives are to:
enhance FHWA university-based programs and other academic programs;
provide fellowships, internships and partnerships;
conduct data analyses related to retention, recruitment, diversity and workforce development;
conduct research on DOT and FHWA'’s transportation related academic programs

Dwight David Eisenhower Transportation Fellowship Program (DDETFP)

The goal of the Fellowship Program is to attract and retain the nation’s brightest minds in transportation.
DDETFP awards 100 - 130 fellowships annually. In 2003, 126 Eisenhower Fellowships were awarded,
including two pilot Legal Intern Fellowships. Through a partnership, under the auspices of the
Eisenhower program, with the Office of Transportation Planning, U&GP was able to split fund three
Eisenhower Fellowships.

The U&GP database is a unique program management tool which enables U&GP staff to track recipients
through the transportation education pipeline into the transportation workforce. The U&GP database can
also track other Department Of Transportation university—based program activities.

There are six Eisenhower Fellowship Categories:

Eisenhower Graduate (GRAD) Fellowships

Eisenhower Grants for Research Fellowships (GRF)

Eisenhower Faculty Fellowships (FF)

Eisenhower Historically Black Colleges and Universities (HBCU) Fellowships
Eisenhower Hispanic Serving Institutions (HSI) Fellowships

Eisenhower Tribal Colleges Fellowships (TCF)



Six major Transportation Education Pipeline initiatives are:

Dwight David Eisenhower Transportation Fellowship Program (DDETFP)

Contact: Dr. Ilene D. Payne, NHI
@& (703) 235-0538 = ilene.payne@fhwa.dot.gov =y www.nhi.fhwa.dot.gov

University Transportation Centers Program (UTCP)

FHWA Contact: Dr. Ilene D. Payne, NHI
& (703) 235-0538 = ilene.payne@fhwa.dot.gov g5 utc.dot.gov

Summer Transportation Intern Program for Diverse Groups (STIPDG)

Contact: Lorraine Day, Office of Human Resources, FHWA

& (202) 366-1159 = lorraine.day@fhwa.dot.gov
f= http://www.fhwa.dot.gov/education/stipdg.htm

National Summer Transportation Institutes for Secondary Students (NSTI)

Contact: Hattie Brown, Office of Civil Rights, FHWA
& (202) 366-1591 = hattie.brown@fhwa.dot.gov fl5 Www.nrc.scsu.edu

Minority Institutions of Higher Education Cooperative Agreement Program (CAP)

FHWA Contact: < Linda Brown, Office of Civil Rights, FHWA
@ (202) 366-1593 = linda.brown@fhwa.dot.gov

* Frank Waltos, Office of Acquisition Management, FHWA
@ (202) 366-4205 (= frank.waltos@fhwa.dot.gov

Garrett A. Morgan Transportation and Technology Futures Program (GAMTTFP)

Contact: Lorraine Day, Office of Human Resources, FHWA
& (202) 366-1159 @ lorraine.day@fhwa.dot.gov g3 education.dot.gov

Transportation Education Pipeline

Pre-College - University DDETFP ‘ Workforce
Students Students Recipients Applicant Pool
(K-12, (Funding) (Public & Private
Community College, Sector)
Charter Schools)

DDETFP Transportation Transportation
Recipients - Industry - wWorkforce
{Funding) Preparedness Readiness




The following is a current listing of University Transportation Centers (UTCs). All of the centers can be

accessed through the UTC Website at http://utc.dot.gov

University Transportation Centers, TEA-21, Section 5110

Universit UTC Theme

Group A

Massachusetts Institute of
Technology

City College of New York
Pennsylvania State University

University of Tennessee
University of Wisconsin-Madison
Texas A and M University

lowa State University

North Dakota State University
University of California, Berkeley
University of Washington

Strategic Management of Transportation Systems

Regional Mobility and Accessibility-Investment Strategies
Advanced Technologies in Transportation Operations and
Management

Transportation Safety

Transportation Investment and Operations

Sustainable Transportation for Mobility and Economic Strength
Transportation Management Systems and Operations

Rural and Non-Metropolitan Transportation

Improving Accessibility for All

Management and Planning of Intermodal Operations

Group B

University of Central Florida
University of Southern California
and California State University,
Long Beach

Rutgers University

University of Missouri at Rolla
South Carolina State University

Advanced Transportation Simulation
Metropolitan Transportation Research

Advanced Infrastructure and Transportation
Advanced Materials and Non-Destructive Testing Technologies
Transportation Intermodalism

Group C

University of Arkansas
University of Idaho

University of Alabama

San Jose State University
University of Southern Florida

Rural Transportation

Advanced Transportation Technology

Management and Safety of Transportation Systems ITS
Surface Transportation Policy Studies

Urban Transportation

Group D
University of Minnesota
Marshall University

George Mason University,
University of VA, and VA
Polytechnic Institute and State
University

Montana State University,
Bozeman

University of Rhode Island
Northwestern University

ITS

Economic Growth and Productivity in Rural Appalachia through
Transportation

ITS

ITS, Rural Transportation

Advance Transportation Infrastructure and Systems
Infrastructure Technology

uTC
ITS

University Transportation Center
Intelligent Transportation System

As of 11/01/2003
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NHI Training Programs

Since its inception in 1970, NHI has developed courses in over 200 topics and delivered over 11,000
training sessions to more than 350,000 students, principally from the highway community. Currently, 135
courses are offered through the NHI catalog. In 2003, NHI delivered 556 training sessions to 13,428
students in the U.S. and abroad.

Number of NHI Sessions by Fiscal Year Number of NHI Course Participants
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Numbers tell only part of the story. NHI courses are crucial not only in developing core competencies and
new skills of its customers, but also transferring leading technology and current transportation policies
throughout the nation and abroad.

NHI Customers

Course Attendance by Employer Categor
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Our customers are grouped as follows:
Federal, State and Local Surface Transportation Agencies—This group accounts for the majority
of participants.
Private Transportation Providers, Firms and Associations — NHI is expanding its efforts to
provide private sector organizations, especially those that work with public agencies, with instruction
and training materials.
Universities and Other Academic Institutions — NHI provides technical course materials for
inclusion in undergraduate and graduate curricula, and collaborates with community colleges,
technical schools, and secondary and grade schools to identify the transportation professionals of
tomorrow.
International Transportation Community — NHI develops and coordinates highway training in the
U.S. and other countries for international agencies, organizations, groups, and individuals. Courses
are primarily conducted in English, although special arrangements can be made to present the
training in other languages.

By far, the largest customer group is the State Departments of Transportation (DOTs). Of the 13,428 total
training attendees in FY2003, 70 percent were from state DOTs, followed by locals at 11 percent, and
private sector and FHWA each at 8 percent.




International Association for Continuing Education and Training

The International Association of Continuing Education and Training (IACET) recently approved the
National Highway Institute (NHI) to award IACET continuing education units (CEUs). Courses
successfully completed after January 1, 2004 are eligible for IACET CEUs.

IACET is an independent, non-profit association whose goal is to ensure quality continuing education for
professionals. For an organization to become an IACET approved continuing education unit provider, it
must demonstrate that it designs and develops training in accordance with proven adult learning theory
and recognized instructional systems design practices. Each course description in the NHI Catalog
includes the number of CEUs awarded upon successful completion of the course.

There is a trend by states to require annual professional education for professional employees coupled
with the need to make every dollar committed to training count. Recognition by IACET assures both the
employee and the employer that taking a NHI course is a valuable use of time and scarce training dollars.
One CEU is awarded for every ten contact hours of training led by a qualified instructor. Lunch periods
and breaks are not calculated when determining the number of contact hours. Thus, in an eight hour day,
there are six contact hours of instruction for an award of 0.6 CEU per day. In addition, NHI is approved to
award CEUs for its distance learning training. That training may take the form of Web based training,
Web based conferencing, video conferencing, self-paced or any combination of the various methods.

On occasion, there may be adjustments to the course length to accommodate course hosting location
conditions. In that event, the number of CEUs awarded will be adjusted to reflect the actual contact
hours.

NHI will maintain individual training records for seven years for the CEUs awarded for successful
completion of courses effective January 1, 2004. Individuals and their employers are also encouraged to
maintain their own training records including course name, class dates, instructor name, class roster and
CEUs awarded.

Instructor Certification Program

Purpose:

To provide a method to assess continuous skill improvement of NHI instructors, NHI has developed a
unique approach for certification. This approach is built on a set of instructor competencies selected from
a validated list of the American Society of Training and Development (ASTD) competencies. With these
competencies, a skilled trainer will emphasize the use of experiential learning techniques, such as
problem solving analysis, discussions, as well as exercises that tap into the knowledge and skills that an
adult learner brings to the classroom.

Goal:
To provide quality instruction and skill attainment and to stress the value of “adult learning principles” in
the classroom. With this in mind, FHWA and contract instructors who are currently, or will soon be
teaching NHI courses, are required to become NHI certified. Upon successful demonstration of the
required competencies and skills, candidates will receive certification from a Master Trainer, using one of
the following three methods:

Providing Instructor Certification Surveys of three consecutive live classroom presentations

Providing a 2-hour video-taped classroom presentation for review

Providing access to a two-hour videoconference to observe

Audience:

NHI instructor certification is reserved for FHWA and contract instructors who are currently or will be
involved in the delivery of NHI courses within 12 months. A NHI course is defined as a course offered
through the NHI Catalog and scheduled through NHI. When someone uses NHI course materials to
provide training without going through the NHI scheduler, the courses are not NHI courses. Contact
Debbie Gwaltney, ICP Manager, for more information at (703) 235-1199 or e-mail:
debbie.gwaltney@fhwa.dot.gov.

New, Revised and In-Development Courses

NHI partners with FHWA Program Offices, other agencies and the States to respond to training
requirements. As a training product moves into the development or delivery phase, it is announced on
the NHI Website. Check the Website frequently to identify new courses ready to be scheduled.



NHI Courses - Available

 Course No | Course Title ~ Status

Materials, Pavements and Base Design

131032A Hot Mix Asphalt Construction Updated

131033A Construction of Portland Cement Concrete Pavements Updated

131044A Hot Mix Asphalt Production Facilities Updated

131045A Hot Mix Asphalt Materials, Characteristics and Control Updated

131050A Asphalt Pavement Recycling Technologies Updated

131060A Concrete Pavements Design Details and Construction Practices Updated

131064A Introduction to Mechanistic Design for New and Rehabilitated Pavements New

131100A Pavement Smoothness: Use of Inertial Profiler Measurements for Construction New
Quality Control

131105A Analysis of Pavement Management System Data for Engineering Applications New

131106A Transportation Asset Management New

Geotechnical

132021A Driven Pile Foundations - Design and Construction Updated

132022A Soil Slope and Embankment Design Updated

Construction and Maintenance

134029A | Bridge Maintenance Training | Updated

Hydraulics

135046A Stream Stability and Scour at Highway Bridges Updated

135047A Stream Stability and Scour at Highway Bridges for Bridge Inspectors Updated

135048A Countermeasure Design for Bridge Scour and Stream Instability Updated

Intelligent Transportation Systems (ITS)

137001A | ITS Awareness |  New

Real Estate

141045C | Real Estate Acquisition Under the Uniform Act (Web-based) | New

Environmental

142005A NEPA and Transportation Decision Making Updated

142044A Air Quality New

Statewide Planning

151039A | Applying Spatial Data Technologies to Transportation Planning | New

Metropolitan Planning

152071A | Estimating Regional Mobile Source Emissions | New

Highway Safety

380069A | Road Safety Audits and Road Safety Audit Reviews | Updated

Coming in Calendar Year 2004
Course No Course Title Available

Mathematical Sciences

123002A | Scientific Approaches to Transportation Research | Spring

Structures

130082A LRFD for Highway Bridge Substructures, Earth Retaining Structures and Culverts Fall

130087A Inspection and Maintenance of Anchillary Highway Structures Summer

130090A Introduction to Tunnel Engineering Summer

Materials, Pavements, and Base Design

131103A Pavement Preservation: Design and Construction of Quality Preventive Maintenance | Summer
Treatments

131104A Pavement Preservation: Integrating Pavement Preservation and Pavement Spring
Management

Geotechnical

132034A Ground Improvement Methods Spring

132040A Geotechnical Aspects of Pavements Summer

132078A Micropile Design and Construction Fall

Design and Traffic Operations
133028A | Traffic Control Signalization and Software | Spring




Course No Course Title Available

133048A Managing Traffic Incidents and Roadway Emergencies Winter

133072A HOV Facilities Fall

133075A Freeway Management and Traffic Operations Fall

Hydraulics

135081A | Introduction to Highway Hydraulics Software | Summer

ITS

137002A Deploying ITS in Metropolitan Areas Winter

137030A Fundamentals of Road Weather Management Fall

Freight and Transportation Logistics

139001A Integrating Freight in the Transportation Planning Process Spring

139002A Freight Forecasting in Transportation Planning Spring

Statewide Planning

151021A Administration of FHWA Planning Grants TBD

151038A Introduction to Statewide Planning (NHI/NTI) Spring

Corporate Management

310108A | Federal Lands 101 | Spring

Highway Safety

380005A Railroad-Highway Grade Crossing Improvement Program Spring

380034A Design, Construction, and Maintenance of Highway Safety Appurtenances and Winter
Features

380071A Interactive Highway Safety Design Model Winter

Distance Learning

Distance Learning continues to receive attention. Development emphasis is currently centered on short
courses and those that involve policy or defined processes. Regardless of the delivery medium, NHI
courses are taught to the same standard and to the same course outcomes. However, instructional
methods are adapted to the delivery medium.

Some of t

he e-Learn@NHI initiatives:

Offering Web conferencing services to 70 sites throughout the United States. While in its infancy,

the Web conferencing option is proving to be a valuable information and training medium.

Working with several states to deliver video conferencing courses.
Contracting to develop interactive Web based training. Titles will be announced throughout the
year.

As more states require CEUs for professional education and development, distance learning may prove

to be the methodology of choice for busy engineers.
delivery systems without having to leave their home base. Web based training responds to the

Customers can access courses using a variety of

professional engineer’s need for flexible, time-sensitive, cost-effective training without travel or even time
away from work. Courses can be taken anytime from any location with Web access using a 56K modem.

The e-Learn@NHI Team is eager to discuss how our initiatives can help you meet your professional

development needs. Please contact Debbie Gwaltney for further information at 703-235-1199.




FHWA Division Contacts State Highway Agency Contacts

Linda Shippey Willie Franklin

Division Secretary Assistant Training Director

Federal Highway Administration Alabama Department of Transportation

500 Eastern Blvd., Suite 200 State Highway Building,1409 Coliseum Boulevard
Montgomery, AL 36117-2018 Montgomery, AL 36130-3050

@ (334) 223-7374 (334) 223-7325 @ (334) 242-6567 (334) 353-6506
@M linda.shippey@fhwa.dot.gov M franklinw@dot.state.al.us

Elizabeth Hoffman Dave Waldo

Division Administrator NHI Manager

Federal Highway Administration Alaska Department of Transportation

709 West 9th Street, Room 851 2301 Peger Road

Juneau, AK 99802-1648 Fairbanks, AK 99709-5399

@ (907) 586-7188 (907) 586-7420 & (907) 451-5323 (907) 451-5340
@) elizabeth.hoffman@fhwa.dot.gov @M david_waldo@dot.state.ak.us

Ed Stillings Anne Parris

Planning and Research Engineer Technical Training Manager

FHWA, One Arizona Center Arizona Department of Transportation

400 East. VanBuren Street, Suite 410 1130 North 22nd Avenue - 069R

Phoenix, AZ 85004 Phoenix, AZ 85009

@ (602) 379-3645 Ext. 109 (602) 379-3608 & (602) 712-8461 (602) 712-3007
@M ed.stillings@fhwa.dot.gov @M aparris@dot.state.az.us

Lavern Collier Lynn Caple

Administrative Program Assistant Training Specialist

Federal Highway Administration Arkansas State Highway Transportation Dept.
Federal Office Building PO Box 646, Little Rock, AR 72203

700 West Capitol Avenue, Room 3130 10324 1-30

Little Rock, AR 72201-3298 Little Rock, AR 72209

@ (501) 324-5625 (501) 324-6423 @ (501) 569-2620 (501) 569-2693
@M lavern.collier@fhwa.dot.gov @ lynn.caple@ahtd.state.ar.us

Linda Garcia Anthony Ampania

Program Assistant Training Consultant

Federal Highway Administration CALTRANS

980 9th Street, Suite 400 1727 30th Street MS53

Sacramento, CA 95814-2724 Sacramento, CA 95816

@ (916) 498-5024 (916) 498-5008 @ (916) 227-9759 (916) 227-2058
@M linda.garcia@fhwa.dot.gov M anthony.ampania@dot.ca.gov

Kathie Kelly Melissa (Mo) Clayton

Financial Manager Program Assistant I

Federal Highway Administration Colorado Department of Transportation

555 Zang Street, Room 250 4201 East Arkansas Avenue

Lakewood, CO 80228 Denver, CO 80222

@ (303) 969-6730 Ext. 377 (303) 969-6740 & (303) 757-9678 (303) 512-4384
@M katherine.kelly@fhwa.dot.gov @ melissa.d.clayton@dot.state.co.us

Jennifer Beliveau Joseph Kanachovski

Administrative Assistant Director, Staff Development - Training Division
Federal Highway Administration Connecticut Department of Transportation

628-2 Hebron Avenue, Suite 303 2780 Berlin Turnpike

Glastonbury, CT 06033-5007 Newington, CT 06111-4113

@ (860) 659-6703 Ext. 3001 (860) 659-6724 & (860) 594-3600 (860) 594-3611

@M jennifer.beliveau@fhwa.dot.gov A" joseph.kanachovski@po.state.ct.us
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Michael Graf Lawrence H. Klepner

Assistant Division Administrator Director, T2 Center

Federal Highway Administration Delaware T2 Center, University of Delaware

300 South New Street, Suite 2101 355 DuPont Hall

Dover, DE 19904-6726 Newark, DE 19716

@ (302) 734-1946 (302) 734-3066 @ (302) 760-2158 (302) 831-0674
@ michael.graf@fhwa.dot.gov AN Iklepner@ce.udel.edu

Louis Varnado Dianne Quinn

Financial Manager Human Resource and Training Manager

Federal Highway Administration D.C. Department of Transportation

1990 K Street NW Suite 510 2000 14th Street NW. 5th Floor

Washington, DC 20002-1103 Washington, DC 20009

@ (202) 219-3512 (202) 219-3545 @& (202) 671-2833 (202) 671-0561
@M louis.varnado@fhwa.dot.gov @ diane.quinn@dc.gov

Maxine Robinson William J. Bryan

Division Secretary Training and Development Administrator

Federal Highway Administration Florida Department of Transportation

227 N. Bronough Street, Suite 2015 605 Suwannee Street (MS-56)

Tallahassee, FL 32301 Tallahassee, FL 32399-0450

@ (850) 942-9650 Ext. 301 (850) 942-9691 & (850) 921-7337 (850) 922-3867
@M maxine.g.robinson@fhwa.dot.gov @M bill.bryan@dot.state.fl.us

Vanessa Ross Jim Davis

EEO Specialist Director of Employee Development, T2 Center
Federal Highway Administration Georgia Department of Transportation

61 Forsyth Street, SW, Suite 177100 276 Memorial Drive SW

Atlanta, GA 30303-3104 Atlanta, GA 30303

& (404) 562-3646 (404) 562-3703 = (404) 656-5181 (404) 657-5193
@ vanessa.ross@fhwa.dot.gov M jim.davis@dot.state.ga.us

Bessie Yagi Casey Abe

Financial Specialist Engineering Program Manager

Federal Highway Administration Hawaii Department of Transportation

Prince Jonah Kuhio Kalanianaole Federal Building Highways Division
300 Ala Moana Blvd, Room 3-306, PO Box 50206 2530 Likelike Highway

Honolulu, HI 96850 Honolulu, HI 96819

@ (808) 541-2700 Ext. 303 (808) 541-2704 = (808) 832-3403 (808) 832-3407
@) bessie.yagi@fhwa.dot.gov @M casey-abe@exec.state.hi.us

Keith Jordan Greg T. Frederickson

Staff Assistant Training Specialist

Federal Highway Administration Idaho Transportation Department

3050 Lakeharbor Lane, Suite 126 P.O. Box 7129

Boise, ID 83703-6217 Boise, ID 83707-1129

@ (208) 334-9180 Ext. 110 (208) 334-1691 = (208) 332-2021 (208) 334-8595
@M keith.jordan@fhwa.dot.gov AN gfrederi@itd.state.id.us

Barbara Dragoo Brad Risinger

Program Assistant Manager, Training & Education

Federal Highway Administration Illinois Department of Transportation

3250 Executive Park Drive 2300 South Dirksen Parkway, Room 313
Springfield, IL 62703-4514 Springfield, IL 62764

@ (217) 492-4641 (217) 492-4300 & (217) 782-3708 (217) 524-7260

@M barbara.dragoo@fhwa.dot.gov M WILLIAMSD@nt.dot.state.il.us
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INDIANA

Mari Huscio

Program Assistant

Federal Highway Administration

575 North Pennsylvania Street, Room 254
Indianapolis, IN 46204-1576

@ (317) 226-7484 (317) 226-7341
@ mari.huscio@fhwa.dot.gov

Lin Gritzer

Training Coordinator

Indiana Department of Transportation

100 North Senate Avenue, Room N750
Indianapolis, IN 46204-2217

@ (317) 232-6769 (317) 234-1930
AN Igritzer@indot.state.in.us

IOWA

Paula Litchfield

Administrative Assistant

Federal Highway Administration

105 Sixth Street

Ames, IA 50010-6337

@ (515) 233-7326 (515) 233-7499
@0 paula.litchfield@fhwa.dot.gov

Valerie Anderson

Training Officer, Employee Services

Iowa Department of Transportation

800 Lincoln Way

Ames, IA 50010

@ (515) 239-1277 (515) 233-7988
@ valerie.anderson@dot.state.ia.us

KANSAS

Jane Clouse

Staff Associate

Federal Highway Administration

3300 S. Topeka Blvd., Suite 1

Topeka, KS 66611-2237

@ (785) 267-7281 (785) 267-7290
@M jane.clouse@fhwa.dot.gov

William L. Jacobs

T2 Engineer, Materials & Research Center
Kansas Department of Transportation

2300 S.W. Van Buren

Topeka, KS 66611-1195

@& (785) 291-3847 (785) 296-2526
AN bill.jacobs@ksdot.org

KENTUCKY

Teresa Witt

Administrative Assistant

Federal Highway Administration

John C. Watts Federal Building

330 West Broadway, P.O. Box 536

Frankfort, KY 40601

@ (502) 223-6720 Ext. 760 (502) 223-6735
@M teresa.witt@fhwa.dot.gov

Stephanie Teasley

Division of Employee Recruitment & Development
Kentucky Transportation Cabinet

State Office Building, 6th Floor

200 Mero Street

Frankfort, KY 40622

@ (502) 564-2720 (502) 564-2739
@M stephanie.teasley@mail.state.ky.us

LOUISIANA

Cherie Harvey

Financial Specialist

Federal Highway Administration

5304 Flanders Dr. Suite A

Baton Rouge, LA 70808-4348

@ (225) 757-7608 (225) 757-7601
@) cherie.harvey@fhwa.dot.gov

Wilma M. Chustz

Training and Development Manager

Louisiana Dept of Transportation & Development
4101 Gourrier Avenue, P.O. Box 94245

Baton Rouge, LA 70804-9245

& (225) 767-9134 (225) 767-9156
M wchustz@dotd.state.la.us

MAINE

Simona Petrick

Operations Assistant

FHWA, Federal Building

40 Western Avenue, Room 614

Augusta, ME 04330

@ (207) 622-8350 Ext. 100 (207) 622-9133
@M simona.petrick@fhwa.dot.gov

Helen Wieczorek

Director of Training

Maine DOT, Transportation Building

16 Statehouse Station

Augusta, ME 04333

& (207) 624-3064 (207) 624-3051
@) helen.wieczorek@state.me.us

MARYLAND

Janice Harrison

Secretary

Federal Highway Administration

The Rotunda, Suite 220

711 West 40th Street

Baltimore, MD 21211

@ (410) 962-4342 Ext. 111 (410) 962-4054
@M janicee.harrison@fhwa.dot.gov

Gerald Poggi

Chief, Learning Officer

Maryland Department of Transportation

Maryland State Highway Administration

707 N. Calvert Street (Mail Stop C-603)
Baltimore, MD 21202

& (410) 545-8660 (410) 209-5019
M gpoggi@sha.state.md.us
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MASSACHUSETTS

Debbie McDermott

Training Coordinator

Federal Highway Administration

Transportation System Center, 10th Floor

55 Broadway

Cambridge, MA 02142

@ (617) 494-2416 (617) 494-3355
@ debra.mcdermott@fhwa.dot.gov

Adam Landry

Training Director

Massachusetts Department of Transportation
Massachusetts Highway Department

10 Park Plaza, Room 5450

Boston, MA 02116-3973

@ (617) 973-7409 (617) 973-8075
M adam.landry@state.ma.us

MICHIGAN

Rosa Davis

Secretary

Federal Highway Administration

315 W. Allegan Street, Room 207

Lansing, MI 48933

@ (517) 702-1828 (517) 702-1804
@) rosa.davis@fhwa.dot.gov

Terri LaVoy

Technical Training Coordinator

Michigan Department of Transportation

P.O. Box 30049

Lansing, MI 48909

@ (517) 322-6792 (517) 322-1034
@M lavoyt@michigan.gov

MINNESOTA

Donna Zappa

Administrative Operator

Federal Highway Administration

380 Jackson Street, Suite 500

St. Paul, MN 55101-2901

@ (651) 291-6103 (651) 291-6000
@» donna.zappa@fhwa.dot.gov

Sandy Servatius

Technical Training Program Coordinator
Minnesota Department of Transportation

395 John Ireland Blvd. Mail Stop 650

St. Paul, MN 55155

@& (651) 296-3124 (651) 296-3811
@M sandy.servatius@dot.state.mn.us

MISSISSIPPI

Vernon Price

Financial Manager

Federal Highway Administration

666 North Street, Suite 105

Jackson, MS 39202-3199

@ (601) 965-4224 (601) 965-4231
@M vernon.price@fhwa.dot.gov

Danada McMurtry

Director, Professional Development Division
Mississippi Department of Transportation

P. O. Box 1850

Jackson, MS 39215-1850

& (601) 359-7074 (601) 359-7834
M dmcmurtry@mdot.state.ms.us

MISSOURI

Carolyn Bartel

Administrative Assistant

Federal Highway Administration

209 Adams Street

Jefferson City, MO 65101

@ (573) 636-7104 (573) 636-9283
@M carolyn.bartel@fhwa.dot.gov

Keith McGowan

Technical Support Engineer

Missouri Department of Transportation

P.O. Box 270

Jefferson City, MO 65102

@ (573) 751-4641 (573) 526-4337
M mcgowk@mail.modot.state.mo.us

MONTANA

Laura Rich

Staff Assistant

Federal Highway Administration

2880 Sky Way Drive

Helena, MT 59602-1230

B (406) 449-5302 x-221 (406) 449-5314
@M laura.rich@fhwa.dot.gov

Luella Schultz

Training and Development Specialist

Montana Department of Transportation

2701 Prospect Avenue

Helena, MT 59620

& (406) 444-6262 (406) 444-7685
@ Ischultz@state.mt.us

NEBRASKA

Gloria Shaw

Office Support Manager

Federal Highway Administration

100 Centennial Mall North, Rm 220

Lincoln, NE 68508-3851

@ (402) 437-5960 (402) 437-5146
@M gloria.shaw@fhwa.dot.gov

Blane Osterman

Human Resource Manager

Nebraska Department of Roads

P.O. Box 94759, 1500 NE Highway 2

Lincoln, NE 68509-4759

& (402) 479-4582 (402) 479-3765
A" bosterma@dor.state.ne.us
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Cathy Merritt Mark Evans

Administrative Assistant NDOT Training Manager

Federal Highway Administration Nevada Department of Transportation

705 North Plaza Street, Suite 220 1263 South Stewart Street

Carson City, NV 89701 Carson City, NV 89712

@ (775) 687-1207 (775) 687-3803 @ (775) 888-7808 (775) 888-7812
@M cathy.merritt@fhwa.dot.gov @M mevans@dot.state.nv.us

Colleen Sinotte Jenn Cunningham

Program Assistant Director of Human Resources

Federal Highway Administration New Hampshire Department of Transportation
Federal Building, Room 204 P.O. Box 483

279 Pleasant Street One Hazen Drive

Concord, NH 03301 Concord, NH 03302

@ (603) 228-3057 Ext. 110 (603) 228-2829 & (603) 271-8025 (603) 271-3102
@M colleen.m.sinotte@fhwa.dot.gov @M jcunningham@dot.state.nh.us

Helen Calhoun Mr. Patrick Vannozzi

Information Management Specialist Training Coordinator

Federal Highway Administration New Jersey Department of Transportation

840 Bear Tavern Road, Suite 310 1035 Parkway Avenue, P.O. Box 600

Trenton, NJ 08628-1019 Trenton, NJ 08625

@ (609) 637-4217 (609) 538-4913 & (609) 530-4942 (609) 530-2532
@ helen.calhoun@fhwa.dot.gov @M patrick.vannozzi@dot.state.nj.us

Sonja Wilson Prakash Bhakta

Office Automation Secretary Management Analyst

Federal Highway Administration New Mexico Department of Transportation

604 W. San Mateo Road P.O. Box 1149

Santa Fe, NM 87505 Santa Fe, NM 87505

@ (505) 820-2021 (505) 820-2040 = (505) 827-5187 (505) 827-3237
@M sonja.wilson@fhwa.dot.gov M prakash.bhakta@nmshtd.state.nm.us

Paula Morse Sandy Lupe

Staff Assistant Employee Development Unit

Federal Highway Administration New York State Department of Transportation
Leo W. O'Brien Federal Building, Room 719 50 Wolf Road

Clinton Avenue and North Pearl Street First Floor

Albany, NY 12207 Albany, NY 12232

@ (518) 431-4125 x-222 (518) 431-4121 @ (518) 485-8288 (518) 457-1736
@M paula.morse@fhwa.dot.gov M slupe@gw.dot.state.ny.us

Donald Voelker Steve Sheppard

Assistant Division Administrator Manager of Training and Development

Federal Highway Administration North Carolina Department of Transportation

310 New Bern Avenue, Suite 410 P.O. Box 25201

Raleigh, NC 27601 Raleigh, NC 27611

@ (919) 856-4347 Ext. 121 (919) 856-4353 & (919) 622-3582 (919) 662-4325
@0 don.voelker@fhwa.dot.gov @) ssheppard@dot.state.nc.us

Linda Lueneburg Judy Froseth

Administrative Program Assistant Director, Human Resources Division

Federal Highway Administration North Dakota Department of Transportation

1471 Interstate Loop 608 East Boulevard Avenue

Bismarck, ND 58501-0567 Bismarck, ND 58505-0700

@ (701) 250-4343 Ext. 104 (701) 250-4395 @& (701) 328-2453 (701) 328-1415

@M linda.lueneburg@fhwa.dot.gov A" jfroseth@state.nd.us
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Patrick Bauer Donna Toy

Assistant Division Administrator Administrative Assistant

Federal Highway Administration Ohio Department of Transportation

200 North High Street, Room 328 1980 West Broad Street

Columbus, OH 43215 Columbus, OH 43223

@ (614) 280-6821 (614) 280-6876 @ (614) 752-5713 (614) 752-8403
@M patrick.bauer@fhwa.dot.gov @ donna.toy@dot.state.oh.us

Carmen Evans Ann Simon

Transportation Finance Specialist Training Specialist

Federal Highway Administration Oklahoma Department of Transportation

300 N. Meridian, Suite 105-S 200 NE 21st Street

Oklahoma City, OK 73107-6560 Oklahoma City, OK 73105

@ (405) 605-6043 x-306 (405) 605-6170 = (405) 521-4141 (405) 522-6202
@) carmen.evans@fhwa.dot.gov @ ASImon@odot.okladot.state.ok.us

Mary Alison Liz Hunt

Office Automation Assistant Technology Transfer Engineer

Federal Highway Administration Oregon Department of Transportation

The Equitable Center, Suite 100 Oregon Technology Transfer Center

530 Center Street, NE 200 Hawthorne St. SE, Suite B-240

Salem, OR 97301-3740 Salem, OR 97310-5192

@ (503) 399-5749 (503) 399-5838 & (503) 986-2854 (503) 986-2844
@» mary.alison@fhwa.dot.gov @M elizabeth.a.hunt@odot.state.or.us

Nancy Morgan Mary Sharp

Division Secretary Human Resource Development Officer

Federal Highway Administration Pennsylvania Department of Transportation

228 Walnut Street, Room 536 400 North Street, 7th Floor

Harrisburg, PA 17101-1720 Harrisburg, PA 17120-0094

& (717) 221-3461 (717) 221-4553 @ (717) 705-4170 (717) 783-8217
@ nancy.morgan@fhwa.dot.gov M marsharp@state.pa.us

Angel Ruiz Ivan Flores Pérez

Financial Manager Training Officer

FHWA, US Courthouse and Federal Building Puerto Rico Highway & Transportation Authority
Carlos Chardon Street, Room 329 Minillas Station, PO Box 42007

San Juan, PR 00918-1755 San Juan, PR 00940-2007

@ (787) 766-5600 x-238 (787) 766-5924 @ (787) 721-8787 Ext.2323 (787) 722-7845
@ angel.ruiz@fhwa.dot.gov D iflores@act.dtop.gov.pr

William P. Campos Marie McGlynn

Financial Manager Human Resource Coordinator

Federal Highway Administration Rhode Island Department of Transportation

380 Westminster Mall, Room 547 Two Capitol Hill

Providence, RI 02903 Providence, RI 02903

@ (401) 528-4546 (401) 528-4542 @ (401) 222-2572 x4612 (401) 222-2574
@M william.campos@fhwa.dot.gov @ mmcglynn@dot.state.ri.us

Mariko Anso Karen Long

Financial Manager Training Coordinator

Federal Highway Administration South Carolina Department of Transportation
Strom Thurmond Federal Building Training Unit, Room 327

1835 Assembly Street, Suite 758 P.O. Box 191

Columbia, SC 29201 Columbia, SC 29202

@ (803) 253-3886 (803) 253-3989 @& (803) 737-1525 (803) 737-1966

@M mariko.anso@fhwa.dot.gov M longkk@dot.state.sc.us
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SOUTH DAKOTA

Todd Jorgensen Todd Hanson

Assistant Division Administrator Training Specialist, BOP Training

FHWA, The Sibley Building SD DOT, Foss Building

116 East Dakota Avenue 523 East Capitol Ave, 3rd Floor

Pierre, SD 57501-3110 Pierre, SD 57501

@ (605) 224-7326 x-3043 (605) 224-1766 @ (605) 773-5442 (605) 773-5389
@M todd.jorgensen@fhwa.dot.gov M todd.hanson@state.sd.us

Linda F. Baldwin Kay Moore

Training Program Coordinator Personnel Manager

Federal Highway Administration TN DOT, James K. Polk Building, Suite 400

640 Grassmere Park, Suite 112 505 Deaderick Street

Nashville, TN 37211 Nashville, TN 37219

@ (615) 781-5770 (615) 781-5773 & (615) 741-5998 (615) 253-1477
@) linda.baldwin@fhwa.dot.gov @M d.kay.moore@state.tn.us

Julia Cowan Marilyn J. Dell

Division Secretary, FHWA Program Administrator

Federal Office Building, Room 826 Texas Department of Transportation

300 East Eighth Street 125 E 11th Street

Austin, TX 78701 Austin, TX 78701-2483

@ (512) 536-5900 (512) 536-5990 @& (512) 486-5428 (512) 486-5464
@M julia.cowan@fhwa.dot.gov @ mdell@dot.state.tx.us

Debra Sauers Jeffery Saddler

Program Assistant Training Manager

Federal Highway Administration Utah Department of Transportation

2520 West 4700 South, Suite 9A 4501 South 2700 West

Salt Lake City, UT 84118 Salt Lake City, UT 84119

@ (801) 963-0078 Ext. 222 (801) 963-0093 = (801) 965-4912 (801) 965-4338
@M debra.sauers@fhwa.dot.gov M jsaddler@utah.gov

Valerie Wolffe Rick Carey

Administrative Secretary Human Resource Section

FHWA, Federal Building Vermont Agency of Transportation

87 State Street, P.O. Box 568 133 State Street, 3rd Floor

Montpelier, VT 05602 Montpelier, VT 05633

@ (802) 828-4423 Ext. 221 (802) 828-4424 = (802) 828-3411 (802) 828-2894
@ vermont.fhwa@fhwa.dot.gov @M rick.carey@state.vt.us

Alice Murphey Donna Anderson

Administrative Program Assistant Director, Organizational Development & Training
Federal Highway Administration Virginia Department of Transportation

400 North 8th Street, Room 750 James Monroe Building, Mezzanine Level

P.O. Box 10249 1401 E. Broad Street

Richmond, VA 23240-0249 Richmond, VA 23219

@ (804) 775-3334 (804) 775-3356 @@ (804) 371-6812 (804) 786-4290
@M alice.murphey@fhwa.dot.gov @ andersoln_dr@vdot.state.va.us

Jodi L. Petersen David Supensky

Division Civil Rights Program Designee Employee Development Specialist

Federal Highway Administration Washington Department of Transportation
Evergreen Plaza P. O. Box 47310

711 South Capitol Way, Suite 501 310 Maple Park Avenue, SE

Olympia, WA 98501-1284 Olympia, WA 98504-7310

@ (360) 534-9325 (360) 753-9889 & (360) 705-7068 (360) 705-6847

@M jodi.petersen@fhwa.dot.gov M supensd@wsdot.wa.gov
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WEST VIRGINIA

Ozell Jones Gary Lanham
Division Secretary Training Officer
Federal Highway Administration West Virginia Department of Transportation
Geary Plaza, Suite 200 Room 903, Building 5, Capitol Complex
700 Washington Street East 1900 Kanawha Boulevard East
Charleston, WV 25301-1604 Charleston, WV 25305
@ (304) 558-3093 (304) 558-5103 @ (304) 558-3111 (304) 558-0340
@M ozell.jones@fhwa.dot.gov M glanham@dot.state.wv.us
WISCONSIN
Marlene Skuldt Bobbie Beson-Crone
Information Manager, FHWA Technical Training Manager
Highpoint Office Park Wisconsin Department of Transportation
567 D'Onofrio Drive 4802 Sheboygan Avenue, Room 451
Madison, WI 53719-2814 Madison, WI 53707-7852
@ (608) 829-7504 (608) 829-7526 @ (608) 261-0138 (608) 264-6667
@0 marlene.skuldt@fhwa.dot.gov @M bobbie.beson-crone@dot.state.wi.us
Jeannette Wanless David Talley
Staff Assistant Training Manager
Federal Highway Administration Wyoming Transportation Department
2617 E. Lincoln Way 5300 Bishop Blvd.
Cheyenne, WY 82001-3764 Cheyenne, WY 82009
@ (307) 772-2004 Ext. 151 (307) 772-2011 @& (307) 777-4792 (307) 777-4250

@M jeannette.wanless@fhwa.dot.gov @M david.talley@dot.state.wy.us



NHI CONTACT LIST
Federal Lands Highway (FLH)

Sharon Minnich
HFL

Room 6311, HFL-1
400 7th Street, SW
Washington, DC 20590

Phone: (202) 366-9493
Fax: (202) 366-7495

sharon.minnich@fhwa.dot.gov
Eastern Division (EFLHD)

Sarah Nappier
HFL-16

Loudoun Tech Center
21400 Ridgetop Circle
Sterling, VA 20166-6511

Phone: (703) 404-6201
Fax: (703) 404-6217

sarah.nappier@fhwa.dot.gov

Central Division (CFLHD

Darlene Spreer

HFL-17

555 Zang St

Lakewood, CO 80228-1010

Phone: (303) 716-2000
Fax: (303) 969-6499

darlene.spreer@fhwa.dot.gov

Western Division (WFLHD

Merry McKay
HFL-18

610 East Fifth St
Vancouver, WA 98661-3893

Phone: (360) 696-7710
Fax: (360) 696-7846

merry.mckay@fhwa.dot.gov
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NHI CONTACT LISTS
FHWA Resource Centers

FHWA Resource Center at Atlanta

Marie Suttles
Federal Highway Administration
Atlanta Federal Center
61 Forsyth Street, SW, Suite 17T26
Atlanta, GA 30303-3104
Phone: (404) 562-3683
marie.suttles@fhwa.dot.gov

FHWA Resource Center at Baltimore

Susie Taylor
Personnel Office
Federal Highway Administration
10 South Howard Street, Suite 4000
Baltimore, MD 21201
Phone: (410) 962-0093
susie.taylor@thwa.dot.gov

FHWA Resource Center at Olympia Fields

Jeffry McSpaden
NHI Coordinator
Federal Highway Administration
19900 Governors Highway, Suite 301
Olympia Fields, IL 60461-1021
Phone: (708) 283-3516
jeffry.mcspaden@fhwa.dot.gov

FHWA Resource Center at San Francisco

Valeria Valentine
Federal Highway Administration
201 Mission Street, Suite 2100

San Francisco, CA 94105
Phone: (415) 744-3102
valeria.valentine@fhwa.dot.gov

Transportation Training Resources Catalog 2004



Appendix D

Transportation Training Resources Catalog 2004







Transportation Equity Act-21

TEA-21, under Section 504(a), made Federal-aid funds
available to departments of transportation for the express
purpose of NHI education and training programs. The
legislation authorizes “1/2 of 1 percent of the funds
apportioned to a State under section 104(b)(3) for the surface
transportation program...” In addition, these funds can be
used by the States to fund travel and direct expenses, as well
as training fees.

The TEA-21 authorization expired on September 30, 2003.
New legislation extending the TEA-21 authorization at FY 2003
funding levels to February 29, 2004 has been enacted and the
“Y2 of 1 percent provision” continues as law. This table lists the
amounts that were available, by State, for FY 2003. The 2003
funds can be used until expended.

It is not clear when the new reauthorization legislation will be
enacted and at what funding levels. A new law must be in
place by March 1, 2004 or Congress and the Administration
will have to enact new legislation extending the TEA-21
provisions beyond February 29, 2004.

Once the new law is enacted, we will provide a summary of the
training and education provisions on the NHI website at
www.nhi.fhwa.dot.gowv.

Available
State Funds
Alabama 653,229
Alaska 320,386
Arizona 616,717
Arkansas 459,097
California 3,091,361
Colorado 489,707
Connecticut 364,285
Delaware 162,218
District of Columbia 140,814
Florida 1,817,815
Georgia 1,291,785
Hawaii 164,300
Idaho 217,274
lllinois 1,103,546
Indiana 851,818
lowa 426,110
Kansas 465,852
Kentucky 538,114
Louisiana 508,937
Maine 168,777
Maryland 508,151
Massachusetts 510,822
Michigan 1,159,749
Minnesota 616,779
Mississippi 444 697
Missouri 780,626
Montana 243,661
Nebraska 295,383
Nevada 234,127
New Hampshire 162,123
New Jersey 698,387
New Mexico 292,321
New York 1,235,857
North Carolina 962,868
North Dakota 196,856
Ohio 1,126,626
Oklahoma 579,484
Oregon 412,090
Pennsylvania 1,092, 822
Rhode Island 160,083
South Carolina 618,613
South Dakota 222,853
Tennessee 720,247
Texas 2,940,106
Utah 246,733
Vermont 153,256
Virginia 879,452
Washington 585,339
West Virginia 237,112
Wisconsin 745,902
Wyoming 151,988
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Registration and Coordination

This section contains information about course registration, fees, and the award of Continuing Education
Units (CEUs) as well as the local coordinators’ checklist.

1. Course Requests/Scheduling

To host NHI courses, the “On-Site Course Request” form (FHWA 1530) should be submitted to NHI via
http://www.nhi.fhwa.dot.gov/registration.asp. A copy of this form is also included in the back of this
catalog. Photocopies are accepted and should be faxed to the NHI Training Program Coordinator at
(703) 235-0577. Desired dates may be shown on the form, but courses are not officially confirmed
until the hosting organization receives confirmation from NHI. After the FHWA 1530 is received, an
instructor will contact the Local Coordinator to discuss scheduling. After the course is confirmed by NHI,
the host will receive confirmation, the local FHWA division office coordinator will be notified and the
course will be advertised on the NHI Website at www.nhi.fhwa.dot.gov/schedule.asp.

In addition, NHI provides assistance to international organizations wishing to purchase standard NHI
training courses on a variety of technical subjects. These courses can be tailored to specific needs of the
organization at an additional cost. For more information about training courses for international
participants, please contact Roger Dean at (703) 235-0550 or by e-mail: roger.dean@fhwa.dot.gov.

2. Course Registration

To register for a distance learning course use the URL www.nhi.fhwa.dot.gov/reqgisterdl.asp and follow the
instructions provided on the screen. On-line registration for distance learning courses requires a
configuration of MS Internet Explorer (IE) 5.0 or higher with 128-encryption. You cannot use Netscape.
The version 6.0 of IE has been tested with FHWA applications and has been approved by the FHWA
Information Systems Security Office. For FHWA employees, it can be downloaded from
http://staffnet.fhwa.dot.gov/software.htm#iexplore. For others, it can be downloaded from
www.microsoft.com/windows/ie/downloads/ie6/download.asp.

To register for a instructor-led course:

a. Domestic Customers
Individuals located within the United States who wish to attend a NHI training course should contact
the Local Coordinator listed in the Scheduled Course section of the NHI Web page,
www.nhi.fhwa.dot.gov/schedule.asp. The Local Coordinator determines whether the course is open
to outside participants and can provide specific information, such as available space, course
location and cost.

b. FHWA Employees
As NHI training is provided to hosting agencies at a subsidized rate, space for up to 15 percent of
the maximum number of participants specified for a given course is reserved for FHWA employees.
NHI courses are considered internal training for FHWA and consequently there is no charge for
FHWA employees. FHWA employees should use the following procedure to attend NHI courses:

i. Registration of FHWA employees to attend NHI courses is controlled by the FHWA Course
Coordinator in the State/Division Office. The names of the coordinators are listed in the
Learning and Development System (LADS) and NHI Website at www.nhi.fhwa.dot.gov.
Registration in LADS for NHI courses will enable the FHWA Division Office training coordinator
to forward the names of registered employees to the appropriate State Coordinator. FHWA
employees should enroll in NHI courses using LADS. Do NOT contact the Hosting State
Coordinator directly. Registration in LADS keeps the information current by showing the
availability of training slots. Also, in those circumstances where slots are not available, LADS
has the capability to maintain a waiting list and notify individuals when sessions are scheduled or
slots are available.

ii.  Not later than three weeks prior to the starting date of the NHI course, the FHWA Course
Coordinator in the State/Division Office in which the training is being presented, should inform
the hosting organization of the final number of FHWA employees who will be attending. If the
FHWA spaces are not filled within three weeks of the course starting date, the hosting
organization may fill these spaces with other participants.

c. International Customers
NHI will arrange the participation of international customers in training courses in the United States.



3. Course Fees

NHI charges on the basis of the number of individual participants. Generally our course fees are based

on $200 per participant per day and include course materials for each Course Per Person
participant. To assure that courses are not under-subscribed, a Lenath Fee
minimum number of paid participants (20) are required. Please note that 9
no charges will be assessed to the hosting organizations for FHWA Day $_200.00
personnel attending NHI classes. We will continue to recover the full 1.5 Days $ 235.00
cost of delivery for international presentations. These will be handled on 2 Days $ 270.00
a case-by-case basis. 2.5 Days $ 335.00
3 Days $ 400.00
After a careful assessment of the projected delivery costs as compared 35 Days $ 460.00
to our current fee structure, we have no plans to increase fees in 2004. 4 Days $ 530.00
Fees for distance learning courses vary from course to course. Please 4.5 Days $ 600.00
refer to the course information found in the NHI training course 5 Days $ 650.00
description. 10 Days $1,400.00

4. Payment

a. Domestic Customers
NHI will send an invoice to the hosting organization upon completion of the course. NHI accepts
checks, money orders, and credit cards. Checks and money orders should be made payable to the
Federal Highway Administration/NHI.

b. International Customers
NHI will fax an invoice to the individual or organization upon completion of the course. Cashiers’
checks, international money orders, and credit cards are accepted forms of payment. Special
arrangements will have to be made for wire transfers, and customers must ensure that they pay all
related bank fees. All cashiers’ checks and international money orders should be payable in U.S.
dollars to the Federal Highway Administration/NHI.

C. Distance Learning Courses
NHI accepts checks, purchase orders and credit cards as payment for distance learning courses. If
a purchase order is used, names must be submitted to Danielle Mathis-Lee before individual
registration begins. FHWA employees may take distance learning courses free of charge. Follow
the on-line screen instructions when registering via the URL www.nhi.fhwa.dot.gov/reqgisterdl.asp.
For additional information, please contact Danielle Mathis-Lee at (703) 235-0528, (703) 235-0577
(fax), or danielle.mathis-lee@fhwa.dot.gov

5. Course Cancellation Policy

A host of the NHI course must contact the NHI Training Coordinator to cancel a course. Cancelation is
requested no later than seven days prior to the course start date to avoid incurring any fees, so NHI can
assist with rescheduling the course. If the course materials have been sent, the host must return the
materials to the FHWA Report Center.

6. Refunds

A refund may be obtained for a distance-learning course within 48 hours after a user has received a User-
id and Password. Please submit an e-mail request for refund to Danielle Mathis-Lee at danielle.mathis-
lee@fhwa.dot.gov. Your reimbursement will be processed as quickly as possible. Credit card
reimbursements should appear within two billing cycles. A credit to attend another NHI course will be
issued if payment was made by check.

7. Participation

Potential hosts of NHI courses are encouraged to survey the training needs of entities outside their own
organization while they determine their internal training needs. In some cases, the combined needs may
be sufficient to warrant hosting a course for which there otherwise would not be enough interest to justify
the expense. In cases where contractors are working for State agencies or on state projects, the
inclusion of contractor and consultant participants in the course ensures these groups have access to the
unique, state-of-the-practice training offered by NHI. By attending training together, both parties receive



the same training, benefit from the breadth of experience added to classroom discussions, and
participants increase their understanding of each other’s perspectives by working together on class
exercises.

Course hosts may charge participants from outside their organizations a fee in order to recover all or part
of the NHI course fee, plus other costs associated with hosting the course. Checks, money orders or
other generally accepted forms of payment from individual course participants will be accepted as part of
the course fee, so long as they are made payable to the Federal Highway Administration/NHI. Such
payments may be forwarded to NHI as soon as they are received with the amount of the invoice reduced
accordingly; or they can be held and submitted as part of the total payment upon invoice to the hosting
organization.

As a course host, please be aware of the responsibility you have in accommodating individuals with
disabilities. For specific information and requirements, please refer to the accessibility guidelines and
standards provided by The Access Board. A summary of these guidelines can be found at www.access-
board.gov.

8. CEUs and PDHs

The course descriptions include Continuing Education Units (CEUs) that will be awarded to course
participants who successfully complete NHI courses. According to the International Association for
Continuing Education and Training (IACET):

One Continuing Education Unit (CEU) is ten contact hours of participation in an organized
continuing education experience under responsible sponsorship, capable direction, and qualified
instruction.

The CEUs shown for the courses in our catalog have been established based on a typical course
presentation with 6 hours of actual instruction time, i.e., 0.6 CEUs, per day. Adjustments to the course
length to match local work hours or to accommodate increased/decreased emphasis on certain topics or
for travel on field trips may affect the actual number of CEUs awarded. CEUs will be awarded only to
those participants who are present for the full course. Each agency is encouraged to maintain its own
records for CEUs awarded to their course participants.

Some states and organizations use Professional Development Hours (PDHSs) to track training. The
conversion of CEUs to PDH units is one CEU equals ten PDHs. As NHI does not award PDHs, each
agency is encouraged to maintain its own records.

9. Local Coordinators’ Checklist

Everyone has attended training sessions where the instructor could not find the chalk, or the eraser, or
the light switch when it came time to show the slides; or the room was too hot or too cold; or there was
not enough room for the number of participants scheduled for the course. Since there are many details to
remember when preparing for and presenting a successful training course, we have compiled a few
suggestions and reminders that will hopefully prevent last minute glitches. The following checklist
provides a suggested step-by-step process for those who are setting up the training site. The checklist
offers suggestions that will stimulate thinking about the physical facilities and what is needed to create an
effective leaming environment. The person assigned Local Coordinator responsibilities should review this
checklist, and add to it as additional requirements arise.



Checklist

1.

Request for Training

Following the instructions on the form, send a Completed On-Site Course Request Form (FHWA
1530) to the NHI. Please furnish a copy to the local FHWA Division Office. Make sure that NHI has
provided at least verbal approval of the requested dates.

Training Site
® Selection of a training room is critical to the success of the course. Great care should be taken to

select a room that will not be overcrowded, too hot or too cold, or subject to outside distractions.
The instructor should provide you with any unique requirements for the training facilities.

® Ensure that the training location you have selected can accommodate individuals with disabilities.
For specific information and requirements, please refer to the accessibility guidelines and
standards provided by The Access Board that can be found at www.access-board.gov.

Reserve a training room for the duration of the course.
Check to see if anyone else will be using the room for nighttime functions.

Determine if books and equipment can be left in the room. Training courses, requiring special
equipment or computers, must have after-hours security.

e Visit the classroom to make certain it meets all of the instructor’s requirements.

Other considerations for a training room:

Heat or air conditioning - find out if the instructor can control these.

Adequate size and shape. No poles or obstructions.

Special arrangements for demonstrations, labs, and experiments.

Seating arrangements.

Away from kitchen, construction area or other noise distractions.

Electrical outlets.

Lighting controls - Almost every training course uses visual aids that require a projection
screen. It is important to have a room where lighting can be controlled to prevent glare on
the screen while not placing the room in total darkness.

U Adequate Ventilation

® Consider the following points for using visual aids:
U Will shades completely darken all windows?
U Can the lights be selectively dimmed when showing slides or viewgraphs?
O Will overhead lights shine directly on the screen?
U Can a bulb be removed above the screen or will the blackboard be too dark?

oo0oo00o

Participants and Instructors

e |f needed, reserve a block of hotel/motel rooms for the course participants and instructors. Some
hotels will provide a free meeting room if a minimum number of participants stay at the hotel.
e Participants and instructors should be:
U Informed of course starting and ending times.
U Advised on hotel accommodations and room rates, check-out times.
U Furnished with maps.
U Advised on parking arrangements.

Equipment Needs
e Nothing is more frustrating to the instructor and annoying to the participants than a slide projector
that will not advance, a VCR that will not play, a computer that is not connected properly or other
such disasters.
® The instructor should provide guidance on what equipment is needed, such as:
4 Slide/Overhead projector with spare Blackboard with chalk and eraser
bulb and remote control extension Whiteboard with drimark pens and eraser

Blank transparencies Easel with flip chart paper
Marking pens/markers in various colors Pointer
Computers Lectern

LCD projection equipment with cables
Screen -- 6' x 6' or larger
Videotape player

Public address system
Extension cords
Masking tape

o000 Doo
ooo0oo0oO

® Check all equipment to ensure that it is working satisfactorily.



Final Arrangements

1. Two Weeks Before The Course

® Make sure an approved copy of COURSE REQUEST AND CONFIRMATION (Form FHWA 1530)
has been received. If not, call Danielle Mathis-Lee at (703) 235-0528.

® Check that all training materials have arrived.
U Participant notebooks
U Tent cards (large felt tip markers will be needed)
O Evaluation forms
Q Class roster form
Q Certificates
® Other Checks:
Reconfirm the training facilities
Discuss the seating arrangements and who will set up the room
Discuss what time the room is unlocked/locked
Determine whether a technician is available in case of problems setting up the room or if
something goes wrong during the course

2. One Week Before The Course

oooo

® Prepare directional signs to classroom

® Check the smoking policy

® No smoking in the classroom. Signs should be posted or written on the blackboard

e Find out where smoking areas are located

® Determine if snacks are available

e |dentify where telephones are--both for participants to make outgoing calls and to receive
incoming messages

® Pass out a list of eating places for lunch, along with a map

® Decide who will welcome the participants and introduce the instructors

® Special check out arrangements may be made to coincide with the course completion time

® Determine who will prepare the certificates of training and who will pass them out at the end of

the course

3. One Day Before The Course

® Set up the classroom

® Organize the participant material
Post directional signs

Test all equipment

4. During The Course

® | et the instructor know who to contact if he/she needs assistance.

® Provide an accurate copy of the class participant roster to the instructor.

® Prepare certificates of training. The time needed to prepare them may be reduced and the
appearance improved by using a computer with a graphics program and a laser printer.

® Check with the instructor at least once a day to resolve any problems.

5. After The Course

Make certain the instructor has the class roster, course evaluation forms, and participant evaluation forms
(if applicable). The instructor is responsible for sending these items to NHI.

We hope these suggestions make the job of coordinating NHI courses easier and maximize training
benefits.
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U.S. Department of Transportation

Federal Highway Administration NATIONAL HIGHWAY INSTITUTE l;l:éigr;\‘alltlaiﬁf:lwxagrlnstitut
ON-SITE COURSE REQUEST Suite 800

Arlington, VA 22203

Fax this Form to Danielle Mathis-Lee at (703) 235-0577

Section A - COURSE REQUEST

1. Course Information

Course Number |:| Course Title | |

Length |:|(days) Fee $ |:| U] Per Participant [] Per Course ~ Number of seats for public: |:|

2. Training Location

ciy| R —

Requested Date | | Alternate Dates |

4. Hosting Agency | |

Local Coordinator 6. Shipping Address for Materials
Name | | (Please list Street Addresses only)
Street | | Name | |
City | |State | | Zip | | Street | |
Phone | | Fax | | City | |State | | Zip | |
Email | | Phone | |
7. Billing Address 8. Requesting Official (if different from Local Coordinator)
Name | | Name | |
Street | | Title | |
City | |State | | Zip | | Phone | | Fax | |
Phone | |Fax | | Email | |
Email | | Signature Date
X
1. Confirmed Course Date | | 2. Contractor | |
3. Instructor
Name | | Phone | | Fax | |
Email | |
4. NHI Training Program Manager 5. Authorizing Official
Name | | Name |Danielle Mathis-Lee |
Email | | Email |danie||e.mathis—lee@fhwa.dot.gov |
Phone | | Fax [(703) 2350593 | Phone [(703) 2350528 | Fax ((703) 235-0577 |
Signature Date
X

SPECIAL NOTE: The course material will be shipped directly to the local coordinator unless we are requested to do otherwise. The local coordinator should
use the packing list enclosed with each shipment to inventory the material immediately upon receipt. If the course material has not arrived 2 weeks prior to the

scheduled presentation or if there are any questions on the arrangements, the local coordinator should contact the NHI Training Program Manager listed in
Section B.

Form FHWA-1530
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